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Deputy Director (Administration)

Advisor for Management
Survey of Covert Persomnel Division, Personnel office.,

1. 8¢ of

a. The Management Survey of the Covert Persomnel Division,
Perscunel Office, is submitted as the first portiom of
2 two part repo¥t of the Persomnel Office.

b. A survey is currently being comducted of the Overt
Persomnel Division, Personmel Office, together with
other components of the Persomwel Office, charged
with persomnel functions and responsibilities not
covered in this report.

¢c. The submittal of the Persomnel Office report in two
parts does not of itself preclude the possibility
of realigmment or comsolidstion of personnel responsi-
bilities of an cvert apd covert mature. If such
recommendations are desmed adviseble, the suggestions
for their implementation together with substantiating
reasons will be incorporated into the second report.

2. Gepsrsl Findings

b @ s. The Covert Persconel Divisiom despite shortages of
persconel and space was in process, prior to the
Janagement Surwvey, of accomplishing much towerd
offective covert personnel actions.

|

b. Aggressive action towsrd a realization of the
Division's responsibilities has bLeen evident by
the initiative end vnderstanding shown by all
personnel.

c. wer-all Pupcticns and Zesponaibilitles

The functions and responsibilities of the Covert
Persozmel Division (attached as FZxhibit A) are
considered sound in cencept and are being adhered
to by persomnel of this Division.
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d. Operatiomal Procedures
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The majority of the old proced bt T mechniques
@ by which personnel actiops wvere hapdled were
realized by key personnel of this Diviaion to be
for from efficient. This condition can be
attributed in the most pert to shortages of
personmel and confi{ned working aveas -

(2) Much credit should be reflected on the Covert
Peyscunel Division for the vast strides taken
during the pest thirty days toward the re-
evaluation, discontinuance and simplificetion of
sxisting procedwrec.

(3) It is saticipated that within sixty days all
procedzrwe aad yecosmendations, both self-
generated and those of the Mansgement innlysis
Office, will be fully operstive.

3 - i !m“zim
a. Findings

(1) The orgapizatiopsl structure (attached as Fxhibit
B) does mot reflect the current method of operation:

(a) The Covert Smployee Relatioms Branch is
nom-existent becsuse of the lack of om-duty
perecunel to perform this functios.

(b) The “versess apd Tramsactions and Recoris
Branches sre receiving direct supervision
from the same individual.

(2) Statemseu$s of functions bave been coopdimated with
Brench Chiefs prior to submittal on 7 April i951
4o Persompnel Director for comsolidstion with other
functions of the Parsomnsl Office. Vritten dele-
gations ¢f responsibvilities bave not been submitted
to officials of tha Covert Persomnel Division.

25X9
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the simplification of operating procedures should
eliminete or reduce comsidersbly overtime expenditure
snd warkloed backlogs.

. Recommendations

To Be (1) That the Cowert Employes Relatioms Branch de

Implenented relocated off the Division comannd line as e
“service staff" (attached as Iwhibit C). This
function is 3 grofecsionsl counselling service
an differentinting from operational branch type
of vesponeivility.

To Be (2) That the Overseas Mranch be comsolideted imto the
Implemented Transactions and Records Pranch with the crestion
of three sections: '

{s) Appoiatment Section
(b} Oversess Ssctice
{c) Recards ectiom

mmrmwmmmhw
processing esd integration is closely sseocisted
with the responsibilities of covert trensactions
mmmizsnmmtmmm
direct supervision from one indi dual opere
both Branches. vi ting

To Be (3) Afver sgprovel of '
| | cuwrrent statements of functions
Implemented by the Persounel Dipector that dalegations of e
respansibilities in writing be made to officials
of the Covert Persomne) Division.

. Space
&. Space limitetions have \ '
Covert Personpel Divistem, o "oTT® bardshipe s the

calrhu&tficulttaemvit&kum
oparaticnel
standpoint but lms thused unjust criticiem of the

_ -3 - AT
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Being
Implemented

Being

Being
Inplemented

Being
Inplemonted

Being
Izplemented

5.

1.

(2) Reallotmenmt of space within the sssigned ares bas
resulted in the addition of six more interview
rooms and en iacrease of 54.2% or 2,228 square feet
of office sres. This additionml space should ease
the pressure of persopnel applicant intervievs
considersbly and the incresse in office ares provide
for maximm efficiency of operations.

Control Frocedures

One of the critical points of opersticns within the
Covert Persommel Division bas been the lack of & central
coptrol peint of reference concerning the status of any
pevsonnel action.

Installation is being sccomplished of a control system
(attachied as Exhibit D) vhich will provide requestors
vith needed iunformetion concerning the status of
individuels perscnvel processing.

Forgs end Forms Comtrol

.

Ihe forms snd forms comtrol procedures bave been
oxanined in detall and reduced to a basic minimum cop-
sistent with good operetionmal procedures.

An effective reduction of 17 forms hes been realised or
& savings of approximately 342,500 per sanum (vesed on

current estimates of §R2,500 for printing, stocking snd

preparation of an aversge form).

9ffice of the Chief

B.

Findings

(1) Resulting from good limiscn effort the voriking
relstionships between the Uffice of Specinl
g?ommﬂ?i, Gﬁ%@g& of Policy Coordinetion and tic

: . Ferscane. vision have been strengthens:
immcesuredly. *

(2) Operwting divisions of the covert offices have
reveslesd extreme gratification with the current
developments of the Covert Personnel Pivision.
A better understanding exists of the workload
capabilities and respomsibilities of the Covert
Persosmel Division au;d operating offices have
developed procedures techni
facilitate personnel action. ques desigoed to

.a‘
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Accomplished

To Be
Inmplemented

Being
Implemented

Recrulinment
Requests Being

Processed

-2

(3)

(%)

Procedures and techniques have been developed
(attached as Exhibit E) by the Office of the

Chie? for evalustion and determination of over-zll
effectiveness together with internal: procedures
for New Hire, Entrance on Duty, Security Clearance,
etec.

The development of the current procedures hag for
the first time resulted in e tangible technique
for indoctrination of both on duty and newly
acquired personnel.

Recommendations

(1) That sll requests for covert personnel date in

(2)

the form of reports be screened by the Persomnel
Studies Staff, Office of Bersonnel Director.

Utilisation of this technique can guestlon, justify
or eliminate requests of operating components for
personnel statistics and reports either prepared
manually or by machine methods.

8. Plmcement Brench
Fiadings

(1)

(2)

(3)

(4)

(5)

The Placement Branch has been working .nder severe
bhandiceps in shortages of both persomnel and space.

The provision of sdditicnal ipterview rooms together
with resrrangements of branch personnel within the
nevly acquired space will provide much reeded
additional working area.

As of 23 April 1951 there are five placement
officers on duty sgainst an authorized teble of
organization of ten positions.

The shortage of placement officers has caused the
operating offices considerable anxiety. Placement
action 1is sot being effected as promptly as desired
by the Chief, Placement Branch.

Steps have been taken to alleviate most of the
major problems within the Placement Branch as
follows:

{a) Recruitment reqmsta' arve in process to fill
placement officer vacancies.
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(v) Placement officers have been designated
certain operational areas of responsibility.
Close coordination between placement officers
and operating offices will provide better
sarvice in the placement of potential applicants.

(6) The following worklosd comperison for three months

of 1951 represents sccomplishment with 50% on-duty
strength in placement afficers. It is expected
that the accepted cases in April will exceed those
of March largely as a result of procedursl rear-
rangements, full table of organization complement
vill increass production considersbly.

Month of Month of 1lst 3 Weeks

&g

Persons Intervieved
Accepted Cases
Closed to Proceesing
Nusbexr of Placement
Officers on Duty

25X9

Accomplished {(7) Asrengements have been made between the Covert

Personnel Division end the Offices of Special
Operations and Policy Cocrdination that files of
potential applicants submitted to these operational
components will be returned within five working days.
Prior to this agreement riles were remsining in these
Offices up to four or five weeks pending determination.

b. Recommendations

To Be (1) That the placement control file be separated intc

Implemented

Accomplished (2)

active and inactive sections. This will ease the
operations of the control clerk responsible for sub-
mitting available data to the placement officers.
After separation the inactive section be screened to
eliminate those files of no future use.

ng of the pgeudonym file by the Office

s Placement » be dlscontinued and

this file be transferred to Transactions and Records
Branch.

9. ZIrspssctions and Recopds Bragch
&. Findings

-6-
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(1) The Trenssctions and Records Branch hes been

Implemented reorganized and procedures hive been re-examine

for all phases of covert persompel traunsactions
and Tecords.

{2) Procedures include emtysmce on duty, security

laplsmented clearance, pew hive and the addition of & comtyrol

systen vherein ons centrel point of loeation is
utilised far detewminstion of any phese of
individun]l spplicant o its processing.

(3) Tais Branch has sccomplished much in self-

Implemented deteraineticn in the evalustion of procedures

and the imstitution of technigues designed for
effective and ecopomical actiom.

() Obeclete cards sad recards are being disposed of,

Inplemsated filss are deing reduced to s minimus, and records

arve comtyolled under revised system.
(5) vorking sress have been PFesrranged so that e move

w effective fiow of paper processing can be sccomplished

for maximm utilisation of time and facilities of
Branch perscanel.

(6) Ths following worklosd comparison reflects incressed
production and productivity should rise considerably
as & result of efforts expended. 25X9

Homth of Month of lst 3 Vieeks
Feb. 1951 Mar. 1951 of Apr. 1951

Cases Pexding Full Clessence
Canes vith Provisional Clesrence
Cases with “X° Clearance

i‘ases with No Clesrsnce
Avaiting Z0D

Clesrances Seceived

Full
irovislml

Security Initistions
Perscas ECD

*Data not avalladble.

9A2

9A2

(7) letters comcerning emtremce on duty sre being revised

Inplenented iato form Jettara for elimlnation of the band-t ped

potifications formerly used to sccomplish this phase

of personsel sctiom. ?Magisaumﬂsmeft&w
and cost of the two methods:
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To Be

b.

ﬁ . Borber prepared Mar. 1951

ﬁ_ Average minutes to t

26 hr. 8 nr.bO min.
34 & Bourly Wege 0S«6 Clerk %1.0
Savings per ammum $333.36. (Proporticmete inereases with

As soon 88 e machine records installatiom can assume the
respensibility of furnishing personnel reports to all
Wﬁmwwmw, recoyds that have
besn maintained mamuelly will be abolished. These include:
(a) Momthly Strength Reports

(b) Effictency Ratings

{c) Autommbic withinegrede promotions.

(3) Special reports requived by covert offices.

Reconmendations
That all procedures and operations, currently instituted or
m 4

;hﬂﬁmdﬂthinmwth&for

M %
determination of effectivensss.

10. Qverpesp Brench

b.

Findings

(2) The Drench Fesponsibilities, functions and records are

closely relpted to those of & transactions and records
pature rather than an individual snd isolated cperational
companent. .

Recamendations
It is yecammendel os stated in paregreph 3b(2), sbove,

that this Brsnch be integrated vithin the Transacticns
and Records Branch with s section status.

cc: Persopmel Director _ 25X1A9%a
Chief, Personnel Divisiop (C)
EMB/ms cc: Subject File ~
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